SHINES Financial Training Revised December 2011
Revising Current Contracts

Revising Current Contracts

A. All Contracts

B. To Add a New Region

C. To Add New Services

D. Revising a Rate on a Contract

A. All Contracts

NOTES
» When a resource needs a new service or region added to the contract, it
first has to be added to the Service by Area Section under Resources.

» Relative Care providers and other placement providers only need a
contract showing the county where the provider resides.
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1. Financial tab = Contracts tab
2. Contract Search Page

My Tasks Case Search

Search ' Approval | History ' Maintenance

Intake

Revised December 2011

Financial Reports Resources

Contragt| | IM0ice | Payment | Payment | Program Code | o) gugget Limit | TCM Claims

Contract Search

Contract Search
1 Cantract 1D

——
T

Region:
1+ Resource ID:

From:

Function Type:

T conditionally required fisld

County:

[ Budget Limit

3. Enter Resource ID

4. Click Search

Resources

Search

My Tasks

Inwoice | Pavmentl F'a\,rment| Frogram Code
Search ' Approval ' History Maintenance

Contract

Intake

| county Budgst Limit | TCM Claims

Financial

Contract Search

Contract Search

1 Contract 1D Region:

16626725 4

L B ™

1 Resource 1D Function Type:

From:

¥ conditionally required field

Couny

[ |E=H

[CJeudget Lirmit

5. Search Results should show 1 or more contracts.

Search

Intake

Resources

Financial

Contract| | IMOice | Payment | Payment | Program Sode | ooy godget Limit | TCM Claims

Search ' Approval | History maintenance

Contract Search

1 Contract 1D Region:

1EB26T23

Resourcey/
Munchaos

+ Resaurce 1D

Frorm:

Contract 1D
168177445

Contract Search

Function Type:

T conditionally reguired field

Coury

[ |E=H

[ Budget Lirnit

Sorali for more seforimation —=

Vendor 1D
1234

Contract Manager Region

Morehouse,Susan R 99
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NOTE: If more than one contract listed review to ensure you are updating your
Regions contract. Contracts are entered in SHINES based on paper contracts with

the providers if applicable. If entering adoption assistance programs you will need
to enter a separate contract id.

6. Click on the Contract hyperlink.

Inwolce | Fayment | Fayment | Frogram Code o .
Coantract Searan | Approwe) | (Sisizwg T e s st County Budget Limiit | TSR Claims

Contract

Cortract I0: 16517745 / # .
Contract He ader required

Ezpand Al Collapse
Rescurce Infonmation

Resource |Dn:

FResource Marme: muanchos

Vendor ID¢ Address Line 1
(O] 1234 2 Feachiliee Sl

Contract Information

Caontract Manager: Marehouse Susan B I Select Staff # Function Type:

* Pracurement Type: Comp Neg b * Region:

Budget Limit Contracted Resaurce

I Saw
% Cofitract Period List
Period Start End Early Termination Status Renew Signed
o 1 OBMD1A201-1 063052012 0BS20/201 2 ACT v
7. View Contract Header Page.
8. Click on Contract Period List section.
9. Click on last period’s radio button.
10. Click Select Period button.
11. Go to Contract Version Section.
W' Contract Period List
Period Start End Early Termination Status Renew Signed
@ 1 06172011 0B/z300201 2 06r30052012 AT v
I Select Period | I Add |
WV Contract Version List
Version Effe ctive End Create Locked Comments
[ &) 1 08152011 0B/3002012 0153152012 W A new period has been added.

!

ISeruices |I Add |
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12. A new version has to be added when new services or region is added.

13. Click on ADD button = Contract Version Detail page

14. Enter a new starting date; it has to be 2 days later than the last version. If you
are entering a NEW State program the start date can not be before the program
became effective. BE CAREFUL WHEN ENTERING THE START
DATES. DO NOT ENTER FUTURE DATES. MAKE SURE THE
START DATE WILL COVER THE EXPENSES YOU NEED TO PAY.

Cnntract]
Contract ID: 16817745 E . _
Period: 1 Contract Version Detail reguired fild

Flease carrect the following error(s);
& Effective date must be more than two days after the previous versions effective date.

Contract Version Detai

* Effective: | DBM32011 v| Wersion: 2
End: 0Br3052012

Created: 0173162012 Locked

Camment:

Last Updated By: Last Updated Date:

15. Click on Save button.

:.;) You are creating a new contrack version. Conkinue?

____k[ Ok ] [ Cancel ]

16. You will get an alert message. Click “OK”
1

:‘I‘;) Have wou checked vour updates before saving?

——h[ Ok ] [ Cancel ]

17. You will get a second opportunity to make sure you have the correct dates.
Click “OK” once you have verified your dates.
18.The screen will re-display the Contract Header Page.
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19. Go to Contract Version Section.

V' Contract Version List

Version Effective End Create Locked Comments
@ 2 Q632011 ORE02012 0153152012
Iy 1 Q012011 O&Mm2r2011 0153102012 v A new period has heen added.

ISer\rices |I Add |

20. Click the radio button next to the new version.
21. Click the Services button.

'Cnntracq

Corntract IO 16817745

Petiod: 1 Contract Service List
arsion: 2

CSLI Service Payment Type Unit Type Unit Rate Federal Match Local Match Total Amount Budget Balance

1 52151a  Unit Rate Other §ra00 1] 0 f 000 $ 0.0
2 521810 Unit Rate Other § 40.00 1] 0 $ 0.00 % 0.00
3 52152 Unit Rate Other §150.00 1] 0 § 000 $ 0.0

=N

22. This will show the Contract Services list.

23. When there are new services, region or county to be added to the contract the
“ADD” button will display.
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B. Add a New Services
Remember to Add the New Program in the Service By Area First

1. Financial tab = Contracts tab
2. Contract Search Page

T
File Ecit  Wiew Tools  Help =
e - - [=] [F] @ | Ssearen loravonss €| c0- I ol - [ JE 3
Address [&] https:fiuatshines. dhr.state. ga. us/Financials Con displaycon PEaskCD—MULL -1 Go |L|nks >>| &y -
= =
=" SHIINES uAaT [T=1
a ase Financial RepPo Reso =
Invoice Payment | Pavment
e | ot | e | ] | Gounty Budaet Limit | TGM Slaims
Contract Search T conditionally required field
Contract Search
+ Contract ID I Region I 'I County: I VI
+ Resource (1= I Function Twvpe I 'I I~ Budget Limit
Frarm: I == To I ==
Il -}
[E&] vour Session Will Time OUE In 28:51 T [® [ weemee

distare| | (B & ] Z | v, | Eioccu. | Codees | Bmessve | Elaem | Eibemn [[Elcont. @irese.. | Sarou.. | (@ SEIEI® S @ S S 1miesam

3. Enter Resource ID

My Tasks Search Financial Resources

Contraet| | [V0ICe | Payment | Payment | Program Code | o) by gugget Limit | ToM Claims

Search ' Approval ' History Maintenance

Contract Search I conditionally required field

Contract Search

t Resource ID: 16626723 4 Funetion Type: [ Budget Limit
Fram: == To: [ e

4. Click Search
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My Tasks Intake Financial Resources

Inwaice | Payment | Paviment | Program Code R .
Contract | S |Appr0va| sty e nES | County Budget Lirmit | TCH Claims

Contract Search ¥ conditionally reguired fisld

Contract Search

1+ Contract 1D I:l Region: County:
T Resource IO Function Type: [ Budget Limit

Fram: [ =" [ =M

- Sorall for more information —=
Resourcepn\e/ Contract 1D Vendor ID Contract Manager Region
Munchos 168177445 1234 Morehouse,Susan B 949

5. Search Results should show 1 or more contracts.

NOTE: If more than one contract listed review to ensure you are updating your
Regions contract. Contracts are entered in SHINES based on paper contracts with
the providers if applicable. If entering adoption assistance programs you will need
to enter a separate contract id.

6. Click on the Contract hyperlink.

Inwaice | Paymeant | Fayment | FProgram Code A .
Contract | Sl | - | Histary | T e s st | County Budget Limit |TCM Zlaims

[Contract] -
Cortract I0: 16517745 E _
Contract He ader required

Expand All Collapse

Resource Inform ation

&
Resource |Dn: I
Fesource Mame: Munchos

Vendor ID¢ Address Line 1
(O] 1234 2 Peachtree 5t

Contract Infarmation

Caontract Manager: Marehouse Susan B Select Staff & Function Type:
* Procuremenl Type. ICDmF' Moo el * Roygiun.
Budget Limit Contracted Resaurce
I Saw
% cofitract Period List
Period Start End Early Termination Status Renew Signed
[ =) 1 060152011 0E/30/2012 Ogs30/201 2 ACT w

7. View Contract Header Page.

8. Click on Contract Period List section.
9. Click on last period’s radio button.
10. Click Select Period button.

11. Go to Contract Version Section.
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%' Contract Period List

Period Start End Early Termination Status Renew Signed
@ 1 OGm1r2011 0Er302012 OE30r2012 ACT v
I Select Period | I Add
WV Contract Version List
Version Effective End Create Locked Comments
[ & 1 06172011 063002012 0143102012 v Aonew period has been added.

!

I Services |I Add

12. A new version has to be added when new services or region is added.
13. Click on ADD button = Contract Version Detail page

14. Enter a new starting date; it has to be 3 days later than the last version. If you

are entering a NEW State program the start date can not be before the program

Contract
Contract IO 16817745
Period: 1 Contract Version Detail

Flease carrect the following error(s);
® Effective date must he more than two days after the previous versions effective date.

Contract Version Deta i(

% Effoctiver | DBI032011 | v| Version: 2
End: 0E302012

Created: 0153172012 Locked

comment

Last Updated By Last Updated Date:

ecame effective.

15. BE CAREFUL WHEN ENTERING THE START DATES. DO NOT

ENTER FUTURE DATES. MAKE SURE THE START DATE WILL
COVER THE EXPENSES YOU NEED TO PAY. TO CORRECT IT

16. Click on Save button.

® required field
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\?’) You are creaking a new contract version, Conkinue?

__*l O, H Cancel ]

:_;) Have wou checked your updates befare saving?

_——kl 4 ][ Cancel ]

18. You will get a second opportunity to make sure you have the correct dates.
Click “OK” once you have verified your dates.

19. The screen will re-display the Contract Header Page

20.Go to Contract Version Section.

V' Contract Version List

Version Effective End Create Locked Comments
QB/03272011 0ar30r2012 0153152012
06/01/2011 060252011 0153152012 v Anew period has heen added.

/

I Services |I Add

19. Click on the Radio Button next to the latest Contract Version.
20. Click Services = Contract Service List
21. In the Contract Services List page, click on the Add button.

'Cnntracq

Corntract IO 16817745

Petiod: 1 Contract Service List
arsion: 2

CSLI Service Payment Type Unit Type Unit Rate Federal Match Local Match Total Amount Budget Balance

1 52151a  Unit Rate Other §75.00 a 0 $0.00 $0.00
2 52181b  Unit Rate Other § 40.00 a 0 $0.00 §0.00
2 52152  UnitRate Other $150.00 a 0 §0.00 §0.00

—N

22. Select Services (Services shown are only the ones added to the Service by
Area section under Resources)
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Contract| | I¥0ice | Payment) Payment | Program Code | o)y gy gget Limit | TCM Claims

Search ' Approval ' History ' Maintenance
'Cnmracq
Contract IC: 16817745 % . i
Period: 1 Contract Service Detail reguired fizld

1 conditionally required field

Program Code

i Frogram Code:

23. Choose the program code you need to add from the drop down box.
_24. The Contract Service Detail Page will display.

Period: 1 Contract Service Detail required field
1 conditionally reguired field

Program Code
* Program Code: 521-PUP »

Service Codes

52153 - 52153 - MedicallDental

52148a-52148a- Rent 52149- 52149 - Day Care services Servires

52148k - 52148k - Mortgage Payment 52150 - 52150 - Counseling Eﬁ;ﬂ‘;tlfﬁ 54 - Pychological
52148¢ - 52148¢ - Liility Bills gﬁ::;nas'_sj;iml'”EiL“Eg falconol 531564 - 521564 - Mileage

521484 - 521454 - Utility Deposits gﬁ:eﬁgnbs—_ﬁj:"?;h - Drug § Alcahol Sg;g?}?a—nsm 56k - Meals, lodging for
gl:pi?res— a2148e - Minor Hame gﬁ:eﬁgﬁs—_ﬁsr'l:;tﬁ SS:;I]Q TAlcohal ?EJHSSE;D—HZ?;?BC - Gasoline rPublic
T:_S;gf;jg;:ﬁlfp Minor Legal Services g?;:: d-52151d - Drug Screens - 521560 - 52156d - Minor Car Repairs
521489 - 521489 - Furniture g21an- 52152~ Sunstance Abuse

[ select all |Jpe-select all

Notice that all the entitlement codes for that program are check with the Contract
Services Detail Page displays.

25. Using the paper contract (if applicable) or Social Services Policy or invoices.
You will need to click either “Select”, “Select All”, or “De-Select”.

a) Select — All entitlement Codes are listed on the Paper Contract or are
needed.

b) Select All - All entitlement Codes are listed on the Paper Contract or are
needed.

c) De-Select All — The paper contract only has certain entitlements listed. Or
the contract already has some needed entitlement code. Check need
entitlement codes.

10
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Euntract]

Contract 1D 16817745
Periad: 1

Program Code
* Frogram Code:
Service Coides
[] 52148a-52148a- Rent |l
52148hb - 52148b - Mortgage Payment [
A2148c - 52148¢ - Lility Bills FI

52148d - 52148d - Utility Deposits FI

52148e-52148e - Minor Hame
Repairs

52148f- 521487 Minar Legal m
g

for Guardianship

O O o0o0ooaao

521480 - 5214849 - Furniture Fi

26. Click “Select”

Program Code

Program Code: 521 - PLP

vice Codes
ervice Code

82181¢c-52151c - Drug J Alcohal
Screens - Breath Scan

82151d-52151d - Drug Screens -
Other

County Cade
Cherokee osy
Cabh 067
Douglas nay

* Unit Type

Contract Service Detail

521 -PUP »

02149- 52149 - Day Care services

821480 - 52140 - Caunseling

a2181a-52151a- Drug r Alcohal
Screens - Hair Follicide

52181k - 521510 - Drug FAlcobal
Screens - Lrine

821810 -52151¢ - Drug fAlcohol
Screens - Breath Scan
521581d-52181d - Drug Screens -
Other

52152 - 52152 - Substance Ahuse
Semices

# Payment Type
W W
W W

A required field
T conditionally reguired field

52183- 52153 - MedicaliDental
Services

52154 - 52154 - Peychalogical
Evaluation

21564 - 52156a - Mileage

52156h - 82156k - Meals, lodging for
case plan

52156c - 52156¢ - Gasoline F Public
Transportaion

O 0O o0oo0oo0o Qg

H2156d - 52156d - Minar Car Repairs

| select all | pe-select all|

3 [seieat |

Federal Match  State Match

nit Rate

Note: Only the entitlement codes check are now displayed.
27. Select Unit Type (Placement, Day, Hourly, Session or Other)
28. Select Payment Type (Unit or Var Unit Rate)

11
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=

29. Enter the Unit Rate for the particular service listed. Remember using either
paper contract or policy limits if applicable. For those entitlement codes that
no limits or no paper contract is required you can use $5000.00 unit rates.

30. All counties for the region are listed under the County / Code section.

31. Click “Save”

32. An alert message will appe:arI about the counties — Click “OK”

Microsoft Internet Explorer E|

' "-n.‘ Only counties chosen on Services By Area will be applied ko the contrack Far the servicels) selected,
L]

=iy« |

33. A second alert message will appear giving you a second chance to review
what you entered. Click “OK”

Microsoft Internet Explorer E|

\ ? ) Hawe you checked vour updates before saving?

_—k[ a4 ][ Cancel ]

34. The Contract Service List will display after saved.

‘Contra ct]

16817745
1 Contract Service List

ersian: 2

CSLI Service Payment Type UnitType Unit Rate Federal Match Local Match Total Amount Budget Balance

| LT =N S R (U

521517a  Unit Rate Other F75.00 o 0 F0.00 §0.00
521810 Unit Rate Other $ 40.00 o 0 §0.00 §0.00
52152 Unit Rate Other §150.00 o 0 F0.00 §0.00
52181c  Unit Rate Other § 65.00 o 0 §0.00 §0.00
52151d  Unit Rate Other F75.00 o 0 F0.00 §0.00

35. Click the small Contract tab
36. The Contract Header Page will Display

12
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37. Scroll down to the Contract Version Section
Zortract (O 16817745 " ) .
Contract Header reguired field

Expand All Collapsze All

Resource Information

* Resource |D:

Resource Mame; munchos
Vendor ID Address Line 1
® 1234 2 Peachtree 5t

Contract Information

Contract Manager; Morehouse Susan R Select staff & Function Type:

* Pracurement Type: Cormp Meg i * Region:

Budget Limit Contracted Resaource

1" Contract Period List

Period Start End Early Termination Status Renew Signed

® 1 0B/0172011 063052012 0B/30/2012 ACT v

I Select Period |I Add

\ ontract Version List

Version Effective End Create Locked Comments
O P QB/0232011 QB/30/2012 0173152012
@] 1 0B/01/2011 QB/0272011 0173152012 v A new period has been added.

38. Click on the Hyperlink for the latest contract version

Contract D 16817745 & ) .
Period: 1 Contract Version Detail required field
Contract Version Detail

Effective: | 06/03i2011 v| Yersio 2

End: QB3 2

Created: 0173152012 Locked

Comment; -

Last Updated By: Last Updated Date: 0143172012

39. Put a check mark in the box next to “Locked”

40. Enter any additional comments needed.
41. Click Save

13
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42. An alert message will appear letting you know your about to lock the
contract.

Microsoft Internet Explorer, ﬁl

\"2‘/ Locking contract will make the contract wersion unmodifiable, unless wou have special security,  Are you sure you are ready ba lock the conkract?

—f [ OF, ][ Cancel ]

43. Click “OK”
44. A second alert message will appear giving another opportunity to review the
dates before saving

45. Click “OK”
46. The Contract Header Page will redisplay — Showing the latest contract
version locked

W' Contract Period List

Period Start End Early Termination Status Renew Signed
® 1 06/01/2011 06/3002012 06/30/2012 ACT v
I Select Period | I Add
' Contract Version List
Version Effective End Create Lock Comments
o2 0B/03/2011 DB/30/2012 01/31/2012
o 1 DB/01/2011 DB/02/2011 01/31/2012 v A new period has been added.
New: The system now lets you know who updated the contract last and what date
it was updated if you have any questions about what was entered and by whom.
Contract]
Caortract O 16817745
Pericd: 1 Contract Wersion Detail

Contract Version Detail

Effective: aEMm3F2011 == wWersion: 2
End: ogr20r201 2

Created: 153152012 Locked

Zomment:

Last Updated By: mMorehouse,Susan Last Updated Date:

F 01315201 2 e

14
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C. Revising a Rate on a Contract

1. Financial tab = Contracts tab
2. Contract Search Page

=l Contract Search - Microsoft Internet Explorer

=1=1 =i
File Edit view Favorites Tools  Help | o=
ok - @0 - [ [ZF] | S searen Sl raveres S 3 = - & 23S
Address [@&] https:fiuatshines.dhr.state. ga.us/financials/Con on FraskCD—rULL =1 S0 |Lnks 2| @& -
=" SHIIINNES uAT —!

Minancial o o
Sontract| | [[¥2IES | Pavment | Bavment | county Budgst Limit | TOM Slaims
Contract Search + conditionally required field

T Contract ID | | Region = Sounty: ™=
+ Resource 1=} | — Function Type | I | ¥ Budget Limit
- [ — = R  —
I |
&= vour Session Will Tims GUE In 29751 T [ e T e st
aiseare| | [ZF & ] > | @ rov... | Wipocu... | Ladocs | Bk Babve | Eiaprm | Eibern |[[E1cone. Eress...| S crou.. | [&  SEHEDI® @ @RS 0 & 1048 am

3. Enter Resource ID
4. Click Search

My Tasks Search Financial

Invaice | Payment | Payment | Program Code L .
Contract | e | Approval | Histary | Maintenance | County Budget Limit | TCM Claims

Resources

Contract Search f conditionally required field

Contract Search

+ Resource |0 16026723 A Function Type: [ Budget Limnit
— ]

5. Search Results should show 1 or more contracts.

NOTE: Review both contracts to find the more complete up-to-date contract to
revise. Do not enter a new contract except for adoption. Make sure you review the
contract to ensure the program, county/region are not currently on an existing
contract. A resource does not need a separate contract for each Region.

15
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6. Click on the Contract hyperlink.

My Tasks Search Intake Financial Reports Resources
Contract| | IMOice | Payment | Pavment | Program Sode | ooy gudget Limit | TCM Claims

Search ' Approval ' History Maintenance

Contract Search ¥ conditionally reguired fisld

Contract Search

+ Resource ID: 16826723 Function Type: [ Budget Limit
From: I ==, I L |E=H

” Sorall for more information —=
Resuurcepﬂe/ Contract 1D Vendor ID Contract Manager Region
Munchos 16817745 1234

Morehouse,Susan B 949

7. View Contract Header Page.

Inwaice | Paymeant | Fayment | FProgram Code A .
Zont t X ’ Lo Bud tL t | TCha 5
omira e | Search | Approval | Histary | Maintenance | BFR EUEEEE Ll | =im
(Contract] -~
Cortract I0: 16517745 * .
Contract Header required

Expand All Collapse

Resource Inform ation

* Resource ID: I
Fesource Mame: Munchos
Vendor IDx Address Line 1
(O] 1234 2 Peachtree 5t

Contract Information

Contract anagar Morehmnsa Sisan B Salact Staff * Eunction Typo:
* Pracurement Type: ICDmF' ey b * Region:
Hudget Lirmit Contracted Hesource

W cCofitract Period List

Peariod Start End Early Termination Status Ranew Signad
() 1 060142011 06/ 20/2012 06305201 2 ACT -

8. Click on Contract Period List section.
9. Click on last period’s radio button.
10. Click Select Period button.

16
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11. Go to Contract Version Section.
V Contract Period List

Period Start End Early Termination Status Renew Signed
(O] 1 Q6152011 OE30r2012 0B3220 2 AT o
I Select Period | I Add
V' Contract Version List
Version Effective End Create Locked Comments
[ 1 060142011 OB/30/2012 013172012 w Anew period has been added.

!

ISeruices |I Add |

12. A new version has to be added when rates are changed.
13. Click on ADD button = Contract Version Detail page

HILT Rl e b DU TG | 1 ST Sef D ] e

J””""“'| I Zearch | Approval | Histery ! Maintenance ! ™"

[Cu:lntract]

Centract ID: 186817408 % . )
Period: 1 Contract Version Detail required field

Contract Version Detail

* Cifective:  |06/04/2011 v| Version: 2
End: 063002012

Created: 03052012 Lacked

Comment

Last Updated By: Last Updated Date:

14. Enter a new starting date; it has to be 3 days later than the last version. If you
are entering a NEW State program the start date can not be before the program
became effective. BE CAREFUL WHEN ENTERING THE START DATES.
DO NOT ENTER FUTURE DATES. MAKE SURE THE START DATE
WILL COVER THE EXPENSES YOU NEED TO PAY. TO CORRECT IT

17
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15. Click on Save button.

a \‘-&?/ You are creay; a new conkract version., Conkinue?

[ ] 4 H Cancel ]

16. You will get an alert message: You are creating a new contract version.
Continue: Click “OK”

Message from webpage E'

a \_‘i) Have|vou checked your updates before saving?

[ ok H Cancel ]

17. You will get a 2™ alert message: Have you checked your updates before
Saving? Check your dates ONE more time. After reviewing Click “OK”

18. The screen will redisplay the Contract Header Page
19. Go to Contract Version Section.

Contract Header

required field

tesource Information

Expand &l Collapse All
Resource 1D
tesource Mame: Munchos, Inc
Vendor ID Address Line 1
@ 12245 2 Peachtree St W
contract Information
rontract Manager: Morehouse, Susan R Select Staff * Function Type:
Procurement Type: Comp MNeg -~ * Region:
Budget Limit Contracted Resource
/ Contract Period List
Period Start End Early Termination Status Renew Signed
(O] a1 0G/01/2011 0G/30/2012 0G/20/2012 ACT w
I Select Period | I Add
/' Contract Version List
Version Effective End Create Locked Comments
(O] =2 a5/M04/2011 08/30/2012 az/0s5/2012
= 1 a5/M01/2011 08/032/2011 0z/05/2012 w

A new period has been added

I Services |I Add

18
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20. Click on the Radio Button next to the latest Contract Version.

21. Click Services = Contract Service List

Contracﬂ

Contract ID: 18217405

Perind: 1 Contract Service List
Version: 2

CSLI Service Payment Type Unit Type Unit Rate Federal Match Local Match Total Amount Budget Balance

1 521518  Lnit Rate Other 575.00 0 ] 5000 50,00
2 521516 LUnit Rate Other 54000 0 a 50.00 50.00
3 52151c  Lnit Rate Other §65.00 0 a 5000 §0.00
4 52152 Unit Rate Other 5150.00 0 0 50.00 50.00

22. Click on the number beside the program that needs the rate updated.

ontract ID: 18817405

* . .
eriod: 1 Contract Service Detail reguired fislkd
1 conditiocnally required field

Zontract Service Detail

fersion: 2 C3LI 1

" senice: * Payment Type:

* Unit Type: + Unit Rate: |5 75.00

-ederal Match: I:l Local Match: I:l
Code County

057 Cherokee

07 Cobh

na7 Douglas

I select all | [ De-select allj

‘
>

23. Go to the Unit Rate Field and enter the new contract Unit Rate.
24. Click Save

19
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25. The Contract Service List will Redisplay.

[Cantrac’q
Contract ID: 16817408
Period: 1 Contract Service List
Yersion: 2
CS5LI Service Payment Type Unit Type Unit Rate Federal Match Local Match Total Amount Budget Balance
1 52151a  Unit Fate Other 565.00 0 0 5000 50.00
2 52151b  Unit Hate Other 540.00 0 0 50.00 50.00
3 52151¢c  Unit FHate Other 5 65.00 0 0 50,00 $0.00
4 52152 nit Rate Other $150.00 0 0 50.00 50.00
26. Repeat Steps if other programs need rate updated.
. d
27. Click contract on the 3" Row Tab
28. The Contract Header Page will display.
Iontrad]
ontract ID: 156817408 #* . :
Contract Header required fiel
Expand All Collapse All

Resource Information

" Resource 1D:

Resource Mame:
Vendor ID

® 12345

Zontract Information

Zontract Manager:

Munchos, Inc

Morehouse,Susan R

Address Line 1
2 Peachtree S5t SW

! Procurement Type:

Zomp Meg

Budget Limit

v Contract Period List

Period Start
O] a1 05/01/2011
V' Contract Version List
Version Effective
(@] 2 06/04/2011
(] a1 06/01/2011

Select Staff * Function Type:
' * Region:
Contracted Resource
I Save
End Early Termination Status Renew Signed
06/30/2012 0G/20/2012 ACT w
I Select Period | I Add

End Create Locked Comments
06/30/2012 03/08/2012
06032011 03/05/2012 w A new pericd has been added.
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29. To lock the newest contract version Click on the number by the latest contract

version.
= L
'Contract]
Contract ID: 16817405 * . )
Period: 1 Contract Version Detail reguired field

Contract Version Detail

Effective: |06/04/2011 v| Version: 2
End: 06/30/2012

Created: 03/05/2012 Locked

Comment:

Last Updated By: Last Updated Date: 03/05/2012

30.Click on Locked Box (should have check mark).
31.Click on Save Button.
32. You will get an alert message:

Messape from webpage

\?/' Locking conkract will make the contract version unmodifiable, unless vou have special securiby, Are vou sure you are ready to lock the contract?

[ Ok H Cancel ]

33. Make sure you have entered all your changes if so Click “OK”
34.You will get a 2" alert message:

Message from webpage [‘5_(|

\?/' Have you checked your updates before saving?

[ O, H Cancel ]

35. Check all you updates to make sure they are right then click “OK”

36. The Contract Header Page will re-display showing your latest version is
locked.

f Contract Version List

@)
@)

Version Effective End Create Loched Comments
2 06042011 06/30/2012 03/05/2012 v
1 06/01/2011 06/03/2011 0310572012 v Anew pericd has been added.
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